State of Kansas

Using the Contract Expiration report
Statewide Management, Accounting and Reporting Tool

Date Created: December 24, 2013

Version: 1.0

Last Updated Date: December 24, 2013

Purpose of the Query: This report will provide central Procurement Officers and agency

purchasing staff with a summary view of contracts due to expire.

The query results include:
e Vendor ID,

Vendor Name,

Contract |D#,

Actual Start Date,

Expire Date,

# of Renewals Established,

Current Renewal Period,

Contract Description,

Contract Administrator,

Business Unit (Statewide Contracts will have 17300 as

their BU),

e Political subdivision (Yes, if the contract is available for
use by Political Subdivision.)

e Accepts P-card (Yes, if Vendor will accept P-cards for
payment),

e Corp. Contract (Yes, if the contract can be used by all
state agencies),

e Contract Designation (Optional: Statewide Use is Optional
OR Manditory: Statewide Use is Manditory).

Prompt Values: Prompt Values:

e Business Unit (Required): BU security has been applied.

e Vendor ID (Optional): If left blank results will include all
vendor’s.

e From Date (Required): Enter an expiration date. If the
agency is wanting to identify all active contracts, enter
today’s date in this field.

e To Date (Required): Enter an expiration date. If the
agency is wanting to identify all active contracts, enter
some date in the future.
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Corporate Contract (Required): Select ‘Both’ from the
drop down list if the results should include both Statewide
contracts and agency contracts. Select ‘No’ from the
drop down list if the results should include only agency
specific contracts. Select ‘Yes’ from the drop down list if
the results should include only statewide contracts.

Result Sorts:

The report results are displayed, sorted in the following order:

1. Contract Expiration Date
2. Vendor
3. Business Unit

Security:

Security Role Access: Only those individuals assigned the
following security access roles will receive results from this

query:

KPO_KS_Buyer
KPO_Agy_Contract Processor
KPO_Cen_Contract Processor
KPO_Cen_Purchasing Admin
KPO_Cen_RFX_Clerical

Business Unit Access: Business Unit Security is applied
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Navigation:

From the Home page
in SMART, on the left
navigation menu, click
on ‘Purchasing’,

then click on ‘Analyze
Procurement’,

then click on ‘Reports’
(2" in list), then click
on ‘Contract
Expiration’.

On the ‘Contract
Expiration’
page:

*Search By: Run
Control ID begins
with’ field:

Select a run control ID.

NOTE: If no run
control ID exists,
select the ‘Add a New
Value’ tab and enter
(create) a value to
become your run
control ID.

Contract Expiration

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search by: Run Control ID begins with| DRT

[[Icase Sensitive

Search | advanced Search

h -
fiew P 1of1 [ Last
)}

Find an Existing Value | Add a Mew Yalue

On the ‘Contract
Expiration — Run
Control page, enter the
search criteria

Business Unit:
Required field

Vendor ID: Optional
field

Expiration From and
To Dates: Required
fields

Corporate Contract:
Required field must
select ‘Yes’ = only
statewide contracts;

Contract Expiration
Run Control ID: 123 Report Manager Process Monitor

Contract Expiration

Business Unit |56500 a Vendor ID Q

*From Date 12/24/2013 [l *ToDate  [12/24/2014 [3

*Corporate Contract Mo -

Bl Save | [\ Return to Search | +[E Previous in List | [=] Motify ‘ E Add
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‘No’ = only agency
specific contracts or
‘Both’ = statewide and
agency specific
contracts.

Select the ‘Run’
button.

Click the ‘OK’ button

‘
on the Process Process Scheduler Request
Scheduler Request’ User I RVOOHDC Run Control D: 123
page Server Name: Run Date: ,W@
Recurrence: ~  Run Time: 1-06-07PM Resetto Current Date/Time |
Time Zone: Q

Process List

Select |Description Process Hame Process Type Type *Format Distribution

Contract Expiration KPOO0001 SQR Process Web - Csv ~ Distribution

Click the “Process
Monitor” link.

Run Control ID: 123

cess Instance:2124681

Contract Expiration

Business Unit 56500 G, Vendor ID Q

*From Date  |12/24/2013 [5]  *ToDate |12/24/2014 [+

*Corporate Contract Mo -

B Savel L\ Return to Searchl +[E| Previous in List | +[E] Mext in List I [=] Motify | E‘q-Adcll Update/Display

Click the ‘Details’ link:

UserID: RVODMDC & Type: + | Last 1 Hours v
Server: ~ HName: Q. Instance: to
Run ~ Distribution - Save On Refresh

Status: Status
Process List Customize | Find | View 21 88 st [0

Process - Distribi*
Select 5 ype
Select|Instance | Seq. |Process T Name User Run DateiTime Run Status Status.

2124681 SQR Process KPOO0001  RVOOMDC 12/24/2013 1:06:07PM CST  Success Posted Details
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. IV
6. Click the ‘View Process Detail
L H .
Log/Trace’ link:
Instance: 2124681 Type: SQR Process
Name: KPOO0001 Description: Contract Expiration
Run Status:  Success Distribution Status: Fosted
Ran T Wpdate Process
Run Control ID: 123 Hold Request
Location: Server Queue Request
server: PSUNX Cancel Request
_! Delete Request
EETETER Restart Request
Request Created On: 12/24/2013 1:08:49PM CST Parameters
Run Anytime After:  12/24/2013 1:06:07PM CST Message L
Began Process At 12/24/2013 1:09:00PM CST Batch Timin
Ended Process At:  12/24/2013 1:09:14PM CST View Log/Trace
7. Right Click on the

listing that ends in .dat
and select the ‘Save
Target as ..." option:

gested Sites v @

pe: S50R Process

N 5
ame @ Blog with Windows Live

e (RN Sty | e with Wandows Live

Contract| % Translate with Bing

m All Accelerators L4

Distribuy

X piration Date:
Add to Favorites...

Distribute To

Save Target As...
E Print Target
View Lo Copy
Copy Shortcut |
Report IC Paste stance: 2124681 Message Log

E=pdialopstiols |File Size (bytes)  |Datetime Created
. 1,792 12/24/2013 1:09:14.000000PM CST
Properties
4 590 122412013 1:09:14.000000PM CST
kpo00001 2124681 out 5773 12/24/2013 1:09:14.000000PM CST

Distribution ID Type *Distribution ID

User RVOOMDC
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Indicate where the
document is to be
saved, rename the
document and ‘Click’
the ‘Save’ button:

==

Save As
1
% ‘- Desktop » - | ‘f‘ | Search Desktop 2 |
Organize » Mew folder == - '@
> St Favorites *  Mame Size Ttem type
4 Libraries
4 Libraries A Donnita Thomas
D> 3 Documents = 18 Computer
> J’ Music ii Metwork
> (@) Mew Library || Contract Expire V3.dat 341 KB DATFile
> |k Pictures i || Contracts Open 09042012 thru 04012013 dat 115KB DAT File
> B Videos | KPOO0O0O1 BU 71000.dat 12KB DATFile

| 418 Computer
| > &, Local Disk (C:)

> 5 daar (\\admin\dofa) (G:) >l L

File name| kpa00001

Save as type: lDAT File

= Hide Folders

s

Open a new Excel
document, select the
‘File’ tab and select
the ‘Open’ option:

X A M|

Insert

Page Layout Farmulas Data

H Save
Save As

j Close

Infa

Recent
.

New

Print

L

Recent Workbooks

“5 4

FMS Security Config Design_PO_v28
Vi FMS_Project\Shared\Finance Teamb\,

e

Contract Expire V3
Desktop

Contracts Open 09042012 thru 0401201
Desktop

KPO00001 BU 71000
Desktop

. YV

e W

Copy of 12-17-2013---catalog-of-sma
sktop

Rn s, g,

10.

Locate the .dat
document and Click
the ‘Open’ button:

Open ﬁ 05|
mv|- Desktop » - ‘ "f| Search Desktop yel |
Organize New folder - =« 0 @'
. 0
@ Microsoft Excel = N,:”IE_._._ e+ e se —_—— ol 1
] Document Management Generation error 128 KB

i Favorites

4 Libraries
3 Documents
J? Music
@] New Library
le= Pictures

EE videos

18 Computer
&, Local Disk (C3)
5# daar (\\admintdofa) (G:)

File name: kpe00001.dat v

) Environment

347 KB n—_
[ EvT0002816 BU 17300 190 KB

5| @] kK_BALANCING_QUERY LB and DT comments 36 KB
|| KPOO0001 BU 71000.dat 12 KB

| || kpoDO0DOL dat 5 KB

18] pCard Disputes and Incorrect Charges TimH 1,186 KB

8] prMCertRegis 40 KB

16 kB[ |
19 k(=
46 KB—
ITKE -
r

@_] Req Line 1 Test Attachment

) Review of Open PHIRE tickets

@_] RFP_DCF_VR_Vehicle_Mods_Specifications
lﬂ_] TEST_DOC 1 Aluminum_Specs 07212010

- 4| I

Cancel
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11.

Click the ‘Next’
button:

12.

Select ‘Other’ and
enter the pipe symbol
() as the delimiter.
Click the ‘Next’
button:

-

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Mext, or choose the data type that best describes your data.
Original data type

Choose the file type that best describes your data:
- Characters such as commas or tabs separate each field.

() Fixed width - Fields are aligned in columns with spaces between each field.

Startimport atrow: | 1 | File origin: 437 : OEM Urited States E

Preview of file C:\Users\dthomas'\Desktop\kpo00001.dat.

1 FPO0O0001 |Expire Date Range: | *From: [12/24/2013| *To:|12/24/2014 &
arameterslBusiness Unit:| *From: |56500| #To:|5&500
ICnrpnrate Contracts Only?|N|Vendor Id:|

1| 1

endor ID| Vendor MName | Contract ID§

Text Import Wizard - Step 2 of 3 ? £

This screen lets you set the delimiters your data contains. You can see how your textis affected in the preview
below.

Delimiters

Tab

[ semicolon [ Treat consecutive delimiters as one
Comma

Oc Text gualifier: | IZ|

Other: ||

Data preview
BOO0001 Expire Date Range: *From:
arameters Pusiness Unit: *From:

Corporate Contracts Only?

Contract IDE

Vendor ID

Vendor Name
“ 1

Cancel ]’ < Back

13.

Click the ‘Finish’
button:

"

Text Import Wizard - Step 3 of 3

This screen lets you select each column and set the Data Format.

Column data format

@ General

_ ‘General' converts numeric values to numbers, date values to dates, and all
) Text remaining values to text.

) Date: | MDY

() Do not import column (skip)

Data preview
Fﬂnﬂra'l enerzl enerz]
xpire Date Range: *From: LZ/24/2013
Pusiness Unit *From: FEes00
orporate Contracts Only? N ffendor Id:
Vendor Name Contract ID§ Rotual

Cancel ][ < Back
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14. | Results openin an
excel document.

Business | fccepts Corp.  Cantract
nistrator Unit  Subdivi P-card Centract Designation

DAoL 56500 No no
RV00DAG 56500 No

DagaLTe sescone  We M
Daoas 58300 Mo
pHooiTc sesgae e N

o N i oo

Note: Only a selection of the query results are shown here.

NOTE:

With Business Unit security applied, the results of this report will
provide agencies with contracts entered specifically for their
business unit. Agencies will not be able to generate a listing of
statewide use contracts using this report.
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